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MaioRArocM 

TO t Dapaty Dlreotar (PliBs} 

SOBJSOTt AdBdnittrativi Plan f«r 8B 8p««i«l Projaot 
ABAORI •» Downtia training Statian 



!• tha nb^aatlra of %tm projaot is the setablishiMnt and operation 
of a dOMsUo field staUon for the spotting, assessBMnt, training, 
briefing, and preparation for dispatfl^ of agents in support ef 8R pper* 
atiens* 

ftaanert 

2* A dosMstie field stati«i has been established in this eeantsy 
and is nev in speratiM* the headooertMre for the station inelodtoe the 
Qfflaa('~ ^ %b» AAslnis^tiTe Offiee, an ^rations 

seetii^tfkd a spotting and as^ownt seetlon* the trainees are 
quartered in safMieuses loeatod trm head<piarters. 

3, The trainees are Ihmished quarters. -feed, alethaa. suoh 
entertainmit as is deansd noMMsary ^ «ie ^fosi a nerele 

atei^^Aliht* They are gwoerally under oontiniiod sareaiUanee and are 
alvaya aseerted <m all trips to «rf^,te training areas and on all trips 
to md iron the safeheases. 




The staHon is using ^ 
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$• tbim proieet was arlgi aOly approved by AS60 on 22 January 19$2. 
The WI, on 6 8sy 1952 wwved/ ’>f II funds for fieoel year 

1953, ihd In Jwhwi^ 19>3 he iqppihveeV^ Joi PP ftinds for fiseal 

year 1953* Oa 2U August 190tM $pI?a|^z!oT^ 8B Division's prsgran 
tar fiseal year 195i(« Ihia pregrna ineludetr Jfir ASAOSI for 

fiseal fear 195lu the budget tar this proje^ Is now be^ reviowsd hf 
8R far ^ purpose ef reeonaamtleg a »Mttteti<m la the pre^eet*^^e budget for 
195U. 

6. the etteehod Adainietretive Plan haa the eoneurranoa ef the 
respaotive ef flees of intdrest and la reoesoMndod for your approval. 
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ASACBB 

Adnlnistratlv* Ploa 

SR Speoial ProJ«et • Danes tlo Training Statlcm 



!• Funding 



!• Funds shall be made availabla for the projeot on the basis of a 
detailed ({aarterly (^eratlng budget prepared by SR and omourred in by 
the Offlee of the 0<^troHer« The amount af the budget shall not be In 
exeess of the amount of the projeet approval for the period and shall be 
in aeoonianee the terms and eonditloas of the projeet approval. 

The bu<4:et shall proelda funds for (1) the operating expenses and earn- 
pensatlon payable at the station. (2) the purchaae of eouipment, auto- 
mobiles* snd supplies by the Logisties Offlee and* (3) ooiQ>ensatlon for 
staff enployoes* oovert assOttlataa* eontraot aoployees* and ewitraot 
agents while in a h<dding status eesigned to the projeot^ payable by 
the Flnanee Slvieioa. 

2. Funds shall be advanced for the project in aeeordaaoo vlth the 
detailed operating budget upon appropriate request by 8R« and all suoh 
advances shall be reoorded as aUo^nt expenditures at the time of 

advance bar the ^eney. Funds for ^ station ^lall be advaneed to the 

^ designM. The station may be advanced funds to 
provide e neoeSSary wortdng fond, and tt^reafter funds will generally 
bo advaneed in amounts not in exeeas of requirements for 30 days except 
In unusual eirsumstanees. 

3. The budget prcnrialons for staff e^l^eee and military personnel 
' shall be supported by a T/0 prepared by the station and eoneorred in by 

8R and the Pereomel Offt^. 

ii. The budget provisions for oovert assoeietes* eontraot mnployees* 
and eontraot agents shall be supported by a suanary^sohedule of require- 
ments prepared by tto station and etmsurred in by S and to be approved 
by Chief FI Staff and the Poreennel Offlee* 

$0 Th 9 budget pre^dLsions for trainees and for the onargenoy holding 
of reeroited agents ponding fall rpoeesslng, pending dispatch* and 
pending disposal shall be supported by a aumnary sehedule of require- 
ments prepared by the atatlon and eoneurrsd in by SR and apprevad by 
(Mef, FI Staff. 

6. The budget provlsiffias for the puxehase of 0 (pilpment and auto- 
mobiles and for l^a leasing of »al estate shall be suf^orted by a table 
of imqulrements prepared by the station and oonourred in by SR and the 
Logiaties Office. 
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7* A of lastruetl<m oatlinlng the eathotrl^ee [ 

C J\uxl Idle Ohief» AiitoiMatirative Offioe* Inoluding re least the 

f^OMing^ shall be prepared by SB and the Of flee of the Oonptroller 
with the eoneurrenee of ^e Offl^ of General Oounselt 

s* ThflL. and tto Qtlef AdBlnistratlve 

Of fleer shell have anthorlty to eiqpend funds for the derating 
ospdiioos of the etation In aeecrdanee with the detailed operating 
badfet for the otatl(m« subjeet to the Unitatoaos aappoesly 
Imposed therein. The prior approval of SB and toe Offiee of toe 
CkMaptrdl^ ehall be roqp-iired ti» any «i^<mdl tare in exoese of 
the liad.tations ex{nressly iigioeed In toe budget* The authorl^ 

Of SB and the Offiee of toe Oflaqptrpller to approve rerlsions of 
the bttdgot is •ubjodt to toe provielwi that pay sttto aaand ai e ate 
toall iwt inoreaie toe total amount of tlm budget to an amount in 
omsesi of too total bu<4;at limitation onprossly providod in 
paragnph 1 of this Plan* 

b* fhaj^ A toe Ohlaf Adalniotratlvo OffiMr* 

and tha linanso Offioar abaXlaare autoorlty to open and maintain 
a Joint bank aoootrat# in paaudaiyBf for station fbn^ provided 
that! 



1* SR obtains torln deelarato«Nu of trust# one to 
an uanamad party and oae In fav«r of the S* 8* Oovannaent# 

In a foxupavosorlbad by tot of Qanaral Oounaalf 

amaoutad/ . jtoo CMaf Admlniatratlvo 

Offioor ahd tha Fihanoo Qffieart 'oovarlng funds In too 
bank aoaount. too dealaratlona of truat shall be hold 
In euatody Iqr toe Plaa&mo Blvialon* 

2* Ptaida nay be eitodravn from tha bank aeooiait 
only on the autoorlaad slgnatura of any two of too 
folloelng offioorst Chief 

Adnittlatmtivo OffloS^ and the Finai»o Offioor* 

3* SR will fumlah too Finansa dvlaloo with too 
nano imd address of the bank In ehioh toe aeoount is 
opened# toe title of too aooount# and tha names of toe 
persons autheritod to withdraw funihi from tha aeemmt. 

nZi. Pareonnal 

8* All personnel aseigned to the etatlonf other than trainees* 
convert assoeietos* spotters and eut*outs# shall be etaff eapleyees* 
military persotmel or eontraot maployees who ehall be reoruited and 
prooeaeed through regular Agency channels. 
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9 * Ihostt covert assoelateai spotters and out-oute recruited b7 
the AssesmMnt and Reoruitment Staff of the station shall have an 
”naae eheok" eloar«iee eondoeted by the Seeurity Office 
and Staff C/8PB prior to their iniUal eontaot. All oovert asieeiates* 
spotters and cut-outs shall have a oovert seouri'^ elearanee prior to 
their ea^loyment* 

10* All trainees shall have a sovert security elearanee and shall 
exeeute a eontraot «i^ the Agency prior to their training period. These 
eontTMts shall be negotiated by SR in oonrdinati^ with the station and 
shall be approved by the l^oial Centraoting Officer. 

11. The [7 ~\iay authorise eospensatory leave in lieu 

of evertine not to exeoea seven earned days to be given at the eenpletion 
of a training eyele (about eix aenths) to eualified staff «tq>loyees and 
adlitary personnel. 

IV. liOglBtlaal Saanert 

12. All eguipsMnt and w^ipliea for the statimi shall be provided in 
a aanner deteraiined by SR and the Logistiee Qfflee in ase^rdanee with the 
provisions of the s^roved budget. 

13* All autonobiles for the station shall be provided in a manner 
deteraiiBed by SR and the Logistiee Offlee in aeeerdanee with the provisions 
of the ig^roved budget. 

lU. All eafehoaeee and training sites for the stat4<m shall be 
leased in a manner dtetereined by SR and the Logistiee Offlee, in ae- 
oordanee with the provisitme of the ig>proved bud^t. 

15. A storehouee shall be maintained for training equipment, auto- 
mobile aoeeseorlee, and speeial eq^iipment held by the station. A1 sueh 
auppllea and equlfuaent shall be provided In e mamer detendned by SR 
and the Logistiee Offlee in eeeordanee wl^ the provieiona of the 
approved budget. 

16. The(_ ^r the Ohief A^inletratlve Offloer shall 

have eutherlty to make osergmey pu»diaees of equipment and supplies 
provided tile obet of tiui Iton does not exoeed $250.00. Each eueh 
purohase shall be supported by an emP^tonation of tto emargoney, which 
will be reviewed by 8St asd tlM Li^tletios Offlee. 

17. Ihe station shall maintain inventory reeords of all property 
aasigned to the station in aeeordanee with Ageaey regulations. 

», teiigi 

16. The; _pall have autiiority to approve donestie 

travel authoz^satioim and vouchers for all personnel assigned to the base 
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and for all trainees within the proylalone of the approved budget* SR and 
the Senior FI»PP« or PH Staff as appr«|^ate shall review Uie tr«(wdl 
authorlsetloiis Issued to determine that tiiey were in aoeordanee wi.^ the 
division's poliey in regard terete* Repeated and foreign travel orders 
shall have the prior approval of tiie Chiefs SR or his designee and the 
Senior FI, PP, or PM Staff as appropriate. 

X9. All staff duqployees and allitax^ personnel idiall be reinftmreed 
for travel expense in aeeerdanse with Agm$y regulatlORS. All eovert 
aaeeeiatee and seatrast eapl^ftes shall be reimbursed for travel ea^nse 
in tmerdMee with the terms of their een^ets. 

20. ^ Shall have authority to approve teavel 
expense for trainees on an asiual, neeessary, reasonable basis. The Oeee 
Oifiser assert of the treinee(s) on the trip will pay all travel expense 
and will submit the travel ea^enee voueher of tee trainee(e). 

VI. Other Onerstiooel Bgpwse 

21. J aathorlty to approve tee settle- 

ment of dispwe (other tnan^thos arising from Agenoy parsonnal servlss 
eontraets) Involving damage to livihg quartars and otear suoh axpenaa^ 
prevldsdt that the eoSt dMs not smeeed 9500.00, and that for assurity reasons 
tee dispute imaet be settled immediateiy« and teat eueh dispute be reported 
inwdlately to tee Ohlef of tee Oivisioo end tettlement approved by him. 

This authority shall ba exSreiaed only when neither normal m»r ^eelel 
prooedures appropriate to tte partiouler instense san be eesurely used. 

In any ease tesM unusual expanse ita^ will be stq»perted by a detailed 
aiplaBation si«Md by tee m^proprlate Case Ofi&esr teosii« the vseson for 
tee expmtse. All eueh eeses ri^l be reviewed by SR and tee Senior FI, 

PP, or PM Staff as spproprlato to datorains that, whan used, the apooial 
autluRdity provided in this paragraph ims justlfiod and fur the purpose of 
providing poliey guidanoe to tee station. 

VII, Station Mess 

22. The^ Chief Adadnisteative Offioer shall 

have auteerlty to spprove vou^rs for fCMkl porohased for oate maaa 
operated by tee base within tee provisions of tee approved budget for the 
etetien. 

viIl. aaitertateBent 

23. IheF ‘ or the Chief Administrative Officer shall 

have author!^ x>o approve au^ entertainment and rsoreatlonal expense as 
Is deemed neoessery fr<» a morale standpoint for trainees witein the 
provisions 6S tee approved budget. 
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2U» Dis voaoher for ontortalnaent and reeroatlonal expense shall 
be supported by a stateaent fr<m the eaoort showing date and the pseu- 
diwqm of eaoh Agency repreeentativs md eaoh trainee* 

2^* All Touehers for entertainnsnt and rsoreatlonal expense shall 
be reviewed at least quarterly by SR and the Offlee of the Comptroller 
for the purpose of furnishing policy guldanoe to the Chief of Station 
regarding future entertainment and reoreatlonal e^nsa* 

IX. Auto Maintenanoe 

26. XheT 1 or the OULef Admlaletrative Officer shall 

have authorl^ to approve aut^bile speMting and maintenanoe expense 
on e reee<MuAile and naoesssry basis* fhese expenses will ineluds «ser- 
geney purriMses of tiroo« bettoilesf and other parts and aeoeeaorieo 
neoosssrjr fur the proper cperstien of tite eutc«Kdd.le* Olreotionel signals 
sn4 olds ntrrers nay normslly be inoludad ae moessery for the proper 
operatiim of the autcaurt^le. 



27. SB end the kigistlcs Offiee shall review all automeblle operating 

and naintenaBee at least quarterly for tha purpose of furnishing 

policy guidaneo to the (Mef of Station regarding future autonoblle 
operating and saint«iaBee expense. 

28. Vhe(_^ au^orlty to authoriso and 

approve on the spot settlement to neowAgenoy persocm for autonchile 
aeoidente previd^ the amount is not mors than and lhat tho 

eottloment is n a oos sory for sosurity reasoiuif providod that the (Mef of 
Station will mafes a survay of wash elaia in exeoss of |25«00 and make a 
report to tho Scrvmy Beyiihr Boerd fw final abticn. the amount of claim 
paid tqr the station shall be i^argsd to the e^ltqreee aoeount pending 
the deoielOB of the^ ~ |»r ^ Sinpvey Beview Boerd as 

appropriate. In wBlS ~ eaee appreqn^ate action will be taken egelnet third 
partlM. 

2y. Xbe/ jn or ttra Chief Administrative Officer shall 

have authori^ to authorijar and ippro|e repaire to automobiles assigned 
to the station prevldsd the cest is more than $2$0.00 and that the 
repairs ere oeeeee«ry for seounty reas<UiS in order to avoid attracting 
unusual attaaticn* Uhls will not ei^cet the duty to ceek reinhurcenent 
from third partios idiere indloatcd. Chief of Station shall make a 
survey cf cai^atpair in cxeces of |2SO.dO and make a report to the 
Survey Beview Besrd tw final action. The amount of riqtalre paid by the 
etati(Hi_ehall be idxarged to the miployees aeeount pending Ihe deoislon 
of the|^ lor the Survey Beview Board as appropriate. 

X. Seeurity and Cover 

30.00 The Seeurity Officer of the station shall be selected or approved 
by the Seeurity Offiee. 
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31* Hie progran for the eeleetion and aseesement of safehousea shall 
be deeel<q[>ed by the Seourlty Offleer of ^ station with ^3a» eoaaourrenee 
of the Seeority Offlee and the Oarer Oivlslon. 

32* Hie ooror story for the ooovipants of eaeh safeho^e Shall be 
dereloped by the Seeurlty Offioer and be i^prored by 'Uier 
and eoneurred in by the Seottrity Offlee ax^ the Oarer Dillon. 

3|« The Seoorlty Offleer shall salm a eaeurlty sheek of eaeh aafa* 
house at least erery six nontbs and rsport tds findings to the (%ief of 
Ststl<m for appropriate aetlon* 

3U* The Flaanoe Offlewr of the etation shall bs spprorsd ssleetsd 
by ths Qfflss ef ths CeaptroUsr. 

3$* The Offlss of ^ Goi^itroller shall rerlev the aooMnt prooedures 
now in effSot at the etation and shall reeeeBtsnd and arxwga for the In* 
e tails tlcm of ehai^aa In prseadure neeeesaiy for the proper aeeoantlng 
tor all funds and for tiie preparation of the required SMintiily reports* 

M# The station shall submit nonthly financial reports* signed by 
the Q ^ and ^prored by the Chief ef SR* ThMs wop&rts shall 

Inolude at laaeti 

a* A 8tat«Bsnt showing the 8(»iree of all funds* 

b* A statsnent of dlsbursmsnts elassiflad by type of 
expense with supporting rouehers and reeelpts or a atatansnt 
showing idly a reoelpt was not obtained* 

o* A etatemaut of the eost of operating eaeh ness* tiie 
nunbar of neala served* and the average cost per neal* 

d* A statanant showing ^e eost of operation and main** 
tenanee of eaeh automobllo for the period* 

37 The fij^olal report shall inoluda a eertlfleatloB signed 

by thefj the effeet ^at ^e sta tenant refleote* to the 

best of"hls knowledge ask belief* the eiqienee of the station for the 
period* Hie finaneial report shall be subji^t to the approval of SR* 
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in • WriteOiff tQ ExpoBst 

3d. Funds sjqpsnded for tho projeet bjr tho station shall be eharged 
to expense by the Au^oritsd (^rtifsrLng Offleer on the basis of the station 
mcnthly report approved by SR^ and ^ disburstt^nts shall be supported 
In aeoordanoe with Agency regulations or the provisions of this Plan. All 
other funds eiqpended for this pro^eet will be supported In accordance with 
Agensy regulations. 

nil. Audit 

39. The prejeet ehall be audited at least annually and the audit 
progrsn shall be deteminsd and oarrled out In aoeordanoe with Ageney 
regulations. 
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